?,.&CARDINAL'W Procurement Job Aid

Purchase Orders

About Purchase Orders:

A purchase order (PO) is a document an agency uses to execute a purchase transaction with a contractor
(vendor). Cardinal tracks VDOT vendor payments for goods and services against a PO. You can create POs
from a strategic sourcing event, contract, requisition, or ad-hoc. Cardinal sends POs electronically to eVA. eVA
sends a confirming order to the vendor.

For more information on how to create, maintain, modify (change orders), reconcile / close, and review POs
please refer to the course titled 501 PR344 Processing POs.
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Create a New PO (Beginning Steps for All POs):
1 Navigate: Main Menu > Purchasing > Purchase Orders > Add/Update POs

|4 CARDINAL

Favn'rrtes Mam'Menu + Purchasing > Purchase Orders > Add/Update POs

Home | Workist | AddtoFavortes | Sign out

& New Window @Heln = nttp

Purchase Order

Find an Existing Value I I

Business Unit:| 50100 @,
Add

Find an Existing Value | Add a New Value

2 Select the Add a New Value tab:
a. Business Unit =50100

b. PO ID = NEXT and should not be changed. Cardinal assigns a PO ID number when you successfully
save the PO.

3 Click Add. The Maintain Purchase Order — Purchase Order page will display.
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Create a PO (All Items) from a Contract:

Home | Workist | AddtoFavortes |  Sign out
Favo'ntes : Ma\n'Menu 5 Purchasing > Purchase Orders > Add/Update POs

@New‘.’\'mdnw @He\p E,)Cuslnmw_e Page E hitp
in Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Initial
POID: NEXT
Copy From: I - I™ Hold From Further Processing
~ Header
PO Date: 05/2212014 Vendor Search
Vendor: 2 vendor Details Receipt Stats
lecel us:
*Vendor ID: @, Mot Recvd
*Di E - Dispatch
“Buyer: & Dispatch Method: | p |
PO Reference: [ eVA PO Type: RO1 @, Routine Bill Vendor
VA Order Method: PRNT (@,
WebIMsz T~ eVA Interfaced: NSEV (@,
eVA Dttm:
Header Details Activity Summary
PO Defaults A st'su Y
Add Comments )
PO Activities Add ShipTo Comments Merchandise: 0.00 )
FreightTax/Misc.: pog | Caleulate
Total Amount: 0.00 USD

Add Items From
Purchasing Kit Catalog ltem Search

Customize | Find | View F rrst L 4of1 1 Last

" Ship To/Due Date | Staluses || eminformation | Afirbutes || RFQ || Contract || Receiving

Lines item Description PO Qty+ UoM

Merchandise

Category  Price Amoun; | StAtuS

1 Bl @, g | [ @y @, [o oooojopen (O [
| Close ShortAll Lines | Gote:  [-More =l

View Approvals

[5) Save | [ Nolity | & Refresh |k Ad | | 2] upoatemispiay

1 Follow steps 1-3 from above.

2 Click the Copy From drop down arrow and select Contract. The Copy Purchase Order from Contract

page will display.

4 CARDINAL

Home | Workist | AddioFavorites | Sign out
Favqrtes MalnvMenu » Purchasing > Purchase Orders > Add/Update POs

2 New Window @ Help E.) Customize Page =] hitp
Maintain Purchase Order

Copy Purchase Order from Contract

Contract Selection Criteria

Contract SetiD:  STATE Vendar: L CARTER 003 @,

Contract ID: LY Vendar ID: 0000033093 | @,

™ Allow Open Item Contract Only Master Contract: | @,

Select Contract

Customize | Find | view AT B | B Frst © g ofq 1 Lot
Select  SetlD Contract Description Vendor ID Begin Date Expire Date~
r
OK | Cancel | Refresh

3 Enter the Vendor or Vendor ID. You can use the magnifying glass icons to search.

4  Click Search to initiate the search for contracts related to the selected vendor.
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Favqtes Main‘Menu » Purchasing > Purchase Orders > Add/Update POs

[E'Newwindow @Halp Efcusmmize Page E http
Maintain Purchase Order

Copy Purchase Order from Contract

Contract Selection Criteria
Contract SetlD:  STATE Vendor: LL CARTER-003 @,
contracto: | & Vendor ID: 0000033093 @,

Master Contract: @

™ Allow Open Item Contract Only

Search
Select Contract
More Details
SetlD Contract Description Vendor ID Begin Date Expire Date~
STATE  |0000000000000000000041916 Snow Removal Services 0000033093 08/22/2013 07/01/2017
STATE ~ 0000000000000000000042566 Stone 0000033093 04/19/2014 04/18/2015
[T |STATE |0000000000000000000042110 Stone 0000033093 10/28/2013 1012712014
T |STATE |0000000000000000000042563 Stone 0000033093 04/09/2014 10/08/2014
r STATE |0000000000000000000041951 Sand - Fredericksburg District 0000023003 08/20/2013 08/31/2014
r STATE  |0000000000000000000041945 NOVA Sand 0000033093 08/29/2013 08/31/2014
[T |STATE |0000000000000000000042392 Stone 0000033093 0212112014 0812012014
[T |STATE |0000000000000000000041816 Stone 0000033093 07/19/2013 0711812014
[T | STATE |0000000000000000000041826 Stone 0000032003 08/01/2012 0711412014
r STATE  |0000000000000000000041808 Stone 0000033093 07115/2013 07114/2014
Cancel | Refresh

5 All contracts for the selected vendor display as shown.
6 Click on the Select box to the left of the desired Contract to copy from this contract.

7 Click OK. The Purchase Order page with all contract items copied in will be displayed.

Purchase Order

Business Unit: 50100 PO Status: Open e
POID: MNEXT
Copy From: W it ™ Hold From Further Processing

*PO Date: 05/22/2014 Wendor Search
Vendor: LLCARTER 002 @, Myzrior Detalls
—_——— Receipt Status:
*Vendor ID: [o000032092 @, LL Carter & Son Inc Not Recvd
h ] - Dispatch,
“Buyer: CAROLINEHUDGING,  Hudging, Caroline S. (VOOT) Dispatch Method Print |
PO Reference: [stone eVA PO Type: RO1 @, Routine Bill Vendor
*gVA Order Method: PRNT @,
Web sz - eVA Interfaced: NSEV @,
eVA Ditm:
Header Details Activity Summary
PO Defaults [Amount Summary ]
Edit Comments i
PO Activities Add ShipTo Comments Merchandise: 0.00
FreightTax/Misc.: 0.00 Calculate
Total Amount: 000 USD

Add ltems From

ltem Search

Purchasing Kit Catalog

Ship To/Due Date || Staluses || leminformaton || Attributes || RFQ || Contract | Receiving

. . N 5 Merchandise

Linea itemn Description PO Qty= UOM Category  Price Amount  Status

1 2 7503518200 @, [AGGREGATE BASE, =0 B | LTN@, 7503518 |0 0.000pen |G| [ [®] [
2 B 7503532045 @, [sTONENOD B sTONE & R | LTN@, 7503532 |0 000 open @ @ E =
2 R [7503518200 2, [rcoREGATEBASE, =& B | LTNG, 7503518 |0 0.000pen (@ [ [®] [
4 [ |[7503551310 @, [STONERIPRAP ::|ﬁI B[ LTN@, 7503551 |0 0.00 Open @@ =

8 Click on Vendor Details hyperlink to verify the vendor address for the purchase order.
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4 CARDINAL

Home | Workist | AddtoFavorites |  Sign out
Favtyrtes MainvMenu » Purchasing > Purchase Orders > Add/Update POs

2 New Window @ Help Lf Customize Page =] hitp
Maintain Purchase Order

Vendor Details -- LL Carter & Son Inc

Business Unit: 50100 POID: NEXT Vendor: LL CARTER -003
“Location: MAIN @, Vendor Information
“Address: \ [ 2] snowadaress Details | Terms: 30 A era0
Contact: [ .| Show Contact Details | Basis Date Type: | Prompt Payment =
Salesperson: I ©, | show Salesperson Details |

Vendor Details Message

Country: USA United States Prefix:
Address 1: 17460 Countyline Church Road Fax: 151/264-4947
Address 2: Prefix: 1
J[evavim: VATO051604 | Phone: 745/630-8987
eVA Address ID: EVAAD227788
City: Ruther Glen
County: 077946325 Postal: 22546
State: VA Virginia
| OK | Cancel | Refresn |

9 The default order address is displayed.
10 The eVA Vendor Location ID # (known as VLIN), related to the chosen address, is also displayed.

11 To select a different address, click on the Look up Address magnifying glass icon.

s Internet Explorer provided by VA IT Infrastructure Partnership

EIZ - A https: ffnsitweb. covtest. virginia. gov/psp/finsit_tEMPLOYEEERP/c/MAINTAIN_vENDORs. v O | & [ Add/Update POs

Look Up Address

SetiD: STATE
Vendor ID: 0000033093
Address Sequence Number:[= =l

Address Type: |: j |

| LaskUp | Clear || Cancel |pasiclookup

Search Results
Mm1m First [q] 1404 [ Lmq

Address Sequence  Address || Addressline o
Number description 3 —

Withhold (blank) (blank) LL. Carter & Son, Inc.
nvoicing {blank) VA10051504 LL Carter & Son, Inc.
Remitting  (blank) VA10051504 (blank)
Qrdering (blank) VA10051504 (blank)

12 Click on the Address Sequence Number related to the address you wish to select.

13 On the Vendor Details — XXX page be sure to click OK once you have made your changes. The page will
close and you will be back on the Purchase Order page.
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14 However, if you need additional vendor details, click on Vendor Information hyperlink. A new internet
browser window, titled Vendor, opens. The Identifying Information tab will display. You may navigate back
and forth between windows. For more details refer to the Helpful Hints section of this job aid.

15 After reviewing the additional vendor details close the Vendor internet browser tab by clicking on the X.

16 Select the internet browser tab Add/Update POs window which displays the Vendor Details — XXXXX page.
If you previously made changes on the Vendor Details — XXXXX page and have not yet clicked OK to save
the changes, be sure to click OK now. You will return to the Maintain Purchase Order - Purchase

Home | Workist | AddioFavories | Signot
Favorites  Main Menu > Purchvaslng > Purchasg Orders » Add/Update POs

B New WIngow L Help [ Customize Fage EZl nug
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open Cs
PO ID: NEXT
Copy From: W u ™ Hold From Further Processing

*pO Date: 05/23/2014 @ Vendor Search

Vendor: LLCARTER-003 '@, \\ondor Details
- Receipt Status:

*Vendor ID: 0000033093 @, LL Carter & Son Inc Mot Recvd
- . Dispatch

“Buyer: CAROLINE.HUDGIN/®, Hudgins, Caraline S. (VDOT) Dispatch Method: Print |

PO Reference: |S|Uﬂe eVA PO Type: R01 | @, Routine Bill Vendor
VA Order Method: PRNT @,

WebiMsz eVA Interfaced: NSEV @,
eVA Dttm:

Header Details Activity Summary

PO Defaults tSu 5

Edit Comments X

PO Activities Add ShipTo Comments Merchandise: 0.00
FreightTax/Misc.: opop | Calculate
Total Amount: 000 USD

Add Items From

Purchasing Kit Catalog ltem Search

Customize | Find | View 21 | B8 | B8 Frst 0 44014 U Lost

Ship To/DueDate | Staluses || Meminformation || Atiributes | RFQ || Contract | Receiving

Merchandise

Line ltem Description PO Qty= “UOM  Category Price e Status

1 B, [7503518200 @, [AGGREGATEBASE, =7 & | [LTv@, (7503518 0 0.00 Open T |E =

2 2 7503532045 @, [sToNENO 8 sTONE 0 & | L@, (7503532 |0 vooopen || B & [H

3 B [7503518200 @, [rccRECATEBAsE, = &R | [LTM@, 7503518 |0 0.00 Open o (&=

4 B [7503551310 @, [sTONERPRAP & & | L@, (7503551 |0 0.00 Open EREIE
Close Short All Lines *Go to: | More ... j

View Approvals

Save (2] Noty &% Refresh [} Add 3] UpdateiDisplay

17 Click on Header Details hyperlink.
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Favo'ntes MainvMenu » Purchasing » Purchase Orders > Add/Update POs

Maintain Purchase Order

PO Header Details

Business Unit:
PO Details
Vendor:

*PO Type:

50100

PO ID: NEXT Vendor:

LL CARTER -003

CEN @,

|’BMImg Location:

[accome /&, | Billing Address

Origin:
Currency

Currency Code:
Rate Date:
Rate Type:

[~ Dispatch

Jon

@, Onling

UsD @, Exchange Rate Detail
01/01/1901
CRRNT

Process Control Option

Acknowledgements required for:

LL CARTER -003

PO Date: 05/23/2014

7 Tax Exempt ;546001730

Letter of Credit ID: a

Base Currency: usb
Exchange Rate: 1.00000000

|N01 required

=

“Method:  |Print

| ok | cancel | Refresn |

=

Home | Workist | AddtoFavorites | Sign out

2 Mew Window @Help E-)Custom\ze Page Ehnp

18 Click the Look up Billing Location magnifying glass icon and select the Location Code for your Billing
Location.

19 Click OK. The Maintain Purchase Order — Purchase Order page will display.

Purchase Order I

Business Unit:
PO ID:

50100
NEXT

:l'

PO Status: Open &

™ Hold From Further Processing

Receipt Status:

Copy From:
~ Header
PO Date: 05/22/2014 Vendor Search
Vendor: LLCARTER 003 (% yenor petails
“Vendor ID: 0000033093 @, LL Carter & Son Inc
*Buyer: CAROLINE HUDGIN/@,  Hudgins, Caroline $. (VDOT)
PO Reference: [stone
webms?z: ™
Header Details Activity Summary
PO Defaults

Edit Comments
PO Activities Add ShipTo Comments

Purchasing Kit

Catalog

Ship To/Due Date || Statuses.

ltem Search

[ tem Information || Attributes || RFQ |

Not Recvd
“Dispatch Method: [P 5] [--Dispatch-—|
&VA PO Type: [R01 @, Routine Bill vendor
“eVA Order Method: [PRNT @,
eVA Interfaced: [nsev )@y
eVA Dttm:

Amount Summary

Merchandise: 0.00 —
FreightTax/Misc.: oo | Calculate
Total Amount: 000 UsD

Add Items From

Customize | Find | View 1] B

Contract || Receiving

Merchandise

Linea Item Description PO Qty~v *uom Category  Price p— Status
1 B [7503518200 @, [AcorEcaTEBAzE, T & | LTN@, (7503518 |0 0.00 Open
2 2 7503532045 @, [STONEND. 8 STONE 2 [ [LTN@, (7503832 |0 0.00 Open
2 B [7503518200 @, [rccrEcATEBASE. H | [LTN@, 7503518 0 0.00 Open
4 B2 [7s03551310 @, [FToNERPRAP = | LTN@, (7503551 |0 0.00 Open

@ = EE
@ B EE
@ = EE
@ E R

20 Click on PO Defaults hyperlink to make global changes to the header and accounting distribution field values
for all lines. The Maintain Purchase Order — Purchase Order Defaults page displays.
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Purchase Orders

Home | Workist | AddtoFavorites |  Sign out

Favtyrtes MainvMenu » Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

2 New Window @Help L/CuslumlzeFage Ehnp

Purchase Order Defaults

Business Unit: 50100 PO ID: MNEXT Vendor: LL CARTER 003

Default Options
Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no
other defaultvalues are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page
are notused

€ Default

@ Override Ifyou select this option, all default values entered on this page override the default values found in the default hierarchy.

Category: @, Unit of Measure: [

[[ship 7e: ACCOMG AHQ AL sceomac area Hagts Ultimate Use Code: @
Due Date: I [E] Original Promise Date: ,7 [F
Ship Via: COMMON @, Freight Terms Code: FOB DEST @,
Arbitration: & Freight Charge Method: =

“Distribute By: | Quantity = One Time Address

H First B 4 011 I Lost

Customize | Find | viev ~1 | B8 |

(CEUUE  Abset information

e |
Dist Percent GL Unit Entry Event ficcount Fund Program Department Cost Center Task
1/[100.0000 [50100 @, @, |so12550 |@, |[04100/@, [poso01  |@, |[10003 @, [11120010 @, @,
| I |

OK | Cancel  Refresn

21 Inthe Default Options section select Override to ensure that all distribution lines are updated with the

information you enter next.

22 Using the Look up Ship To magnifying glass icon select the required Ship To Location.

23 Inthe Distributions section, on the Chartfields tab, enter the accounting distribution you wish to be applied
to all distribution lines. If each distribution line will be different, you will use a different process which is

documented later.

24 Click OK. The Retrofit field changes to “all” existing PO lines/schedules/distributions..... page will

display.
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4 CARDINAL
— Home | Workist | AddtoFavortes |  Sign out

Favorites | Main Menu > Purchasing > Purchase Orders > AddfUpdate POs
Enewwindow (D Help [# Customize Page [ http

Maintain Purchase Order
Retrofit field changes to "all” existing PO lines/schedules/distributions.....

Business Unit: 50100 POID: MNEXT Vendor: LL CARTER -003

For Line and Schedule defaults, Select 'Apply' to apply changes to all lines and schedules.
For Distribution defaults, Select ‘Apply to apply changes to the Distrib Line

Example: If you select ‘Apply for Distrib Line 3, the change is applied to each Distrib Line 3 on the PO
Select 'Apply to All Distribs’ to apply changes to all distribution lines on the PO

Customize | Find | View 7 | BV | 38 Fist T 441 0r 10 O Last

Apply Distrib Line Field Name Field Value < Apply to All Distribs Header f|e|d Values

Ship To ACCOMC AHQ
Ship Via COMMON

Freight Terms Code FOB DEST

K - - < Accounting Chartfield values

O |1 GL Unit 50100 ~

r Account 5012550 F

r | Fund 04100 ~

| Program 699001 ~

[ i Department 10003 F

r (Cost Center 11120010 =23

O N Location CNTRL OF2 =

M SelectAll O clearai
oK Cancel | Refresh |

25 To the left of the header field values you are updating select / click the checkboxes, Apply.

26 To the right of the accounting Chartfield values select / click the checkboxes, Apply to All Distribs, to ensure
all the accounting distribution lines are updated with the new values from the prior page. Do not select the
checkbox to the left of the Field Name Pct.

27 Click OK. The Purchase Order page will display.

Purchase Order

Busmess UnT: 0100 PO Status: Open 4
POID: NEXT
Copy From: = I~ Hold From Further Processing
~ Header
*PO Date: 0512212014 [6 vendor Search
Vendor: LLCARTER 003 (&, yiango petails
Receipt Status:
*Vendor ID: 0000033093 @, LL Carter & Son Inc Not Recvd
B - = Dispatoh
“Buyer: CAROLINEHUDGIN®®,  Hudgins, Caroline . (vDOT) Dispatch Method: Print
PO Reference: [Stone €VA PO Type: RO1 G, Routine Bill Vender
“eVA Order Method: PRNT @,
Web ms?: eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Activity Summary
Eobetauls [ Amount Symmary |
Edit Comments
PO Adivities Add ShipTo Comments Merchandise: 1351300
FreightTaxiMisc.: 000 Calculate
Total Amount: 13,513.00 USD

Add tems From

Purchasing Kit Catalog ltem Search

=y
Customize | Find | view A1 BV 3 rrst T g ora O Lac

Details. Ship IoDueDate  Statuses | fem Information Aftributes | RFQ || Contract || Receiving

Merchandise

Line+ Iltem Description PO Qty~ *UoM Category  Price e Status

1 [ (7503518200 @, [rcerecatE Base, = E3fl 1000000 |[LTNG, 7503512 40.96000 400600 0pen | @ || E | =] [

2*@% [sTonEND 6 sToNE 0 Sl 1000000 |[LTH®, 7503832 2457000 246700 Open || 3 |#l|[=]

a 7503518200 @, [rcerecateBase, = Bl 1000000 |[LTNG, 7503518 3475000 347500 0pen || @ E[=

4 [ (7503581310 a, [sTonErFrRar = @l 1000000 |[LTNG, 7503551 3475000 347500 0pen || @ |l [=]
——

28 Enter the PO quantity (PO Qty) for each line.

29 To enter a different accounting distribution for a line, from the Details tab click on the Schedule icon on the
desired line. The Schedules page for that line will display.
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Favarites

Main Menu > Purchasing » Purchase Orders > Add/Update POs

Purchase Orders

| Workist | Addto Favorites

B New Window (D Help [& Customize Page [ nttp

Sign out

| DRY RIP RAP

Statuses

Maintain Purchase Order

Schedules

Unit: 50100 Vendor: LL CARTER -003 PO Status: Open
POID: NEXT PO Date: 05/23/2014

Lne: 1 ftem: 7503513200 AGGREGATE BASE, STONE CLASSpg quy:

100.0000 LTN Merchandise Amt:

4,096.00 USD

|5) save | [ Notity | 3 Refresh

Customize | Find
Shipment | Matching || Receiving | Freight || RTV
L, lecrs Lo . Merchandise
Sched Due Date Ship To PO Qty Price e Status
1 B (051232014 [ |[accomc AHQ @, | = || 100.0000 4096000 4,096.00 Active | @ | B
Add ShipTa Comments

[k Add| 7] UpdateiDispiay

30 From the Details tab click on the Distribution/ChartFields icon. The Distributions for Schedule X page will
display.

Favorites

MainvMenu > Purchvasing > Purchasve Orders > Add/Update POs

Maintain Purchase Order

Distributions for Schedule 1

Home | Workist | AddtoFavorites

@New‘.’wndnw ®He\p E,)Cusmm\zePage Em‘tp

Sign out

Unit:

% Multi-SpeedCharts

DetailsTax

Asset Information

AGGREGATE BASE STONE CLASS | DRY RIP RAFR

Schedule Qty:

50100 Vendor: LL CARTER -002
POID: MNEXT Item: 7503518200
Line: 1
Schedule: 1 Status: Active
*Distribute By: Quantity =
SpeedChart:

Merchandise Amount:

Doc. Base Amount:

100.0000
4,006.00 USD
4,096.00 USD

Customize | Find
Detail || Statuses
Dist  Status  Percent PO Gty :':":I:‘:t"di“ Currency ['GLUnit  EntryEvent *Account Fund Program Department Cost Ce]
1 Open 100.000C 100.000 4,096.00 USD 50100 @, @, 5012550 @, |04100@, ‘699001 @, |10003 @, |1ﬁ200
4] I o
| oKk | cancel = Refresh

31 Verify or update the accounting distribution.

32 Click OK. The Schedules page will display.
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Maintain Purchase Order

Return to Main Page

Schedules
Unit: 50100 Vendor: LL CARTER -003 PO Status: Open
PO ID: NEXT PO Date: 0512212014

Find | View All First - 4 of 4 DI st

4,096.00 USD

Add ShipTo Comments

5] save | [ otify |&3 Refresn

Lines
Line: 1 ftem: 7503518200 AGGREGATE BASE, STONE CLASSpg qty: 100.0000 LTN  Merchandise Amt:
| DRY RIP RAP
Customize | Find |
Statusss | Shipment | Matching || Receiving || Freight || RTV
Sched +*Due Date *Ship To PO Qty Price "'em:i'l‘glif“e( Status
1 B [o6Hor2014 [accomc aHa (@, | &= | 100.0000 40.96000 4,096.00 Active T o B

\Cs Add | | 7] UpdateDisplay

33 Click on the Return to Main Page hyperlink. The Purchase Order page will display.

Purchase Order

Business Unit:
[Pon:

50100
0001096995 |

j‘

PO Status: Open

Copy From:

+*P0 Date: 05/22/2014 @ Vendor Search
Vendor: LLCARTER 003 1@ yengor petails
- Receipt Status:
*Vendor ID: 0000033093 @, LL Carter & Son Inc
*Di tch Method:
*Buyer: CAROLINE HUDGIN /@,  Hudgins, Caroline §. (VDOT) spatch He
PO Reference: [stone eVA PO Type:
*eVA Order Method:
Wwebims?: [~ eVA Interfaced:
eVA Dttm:
Header Details Activity Summary
PO Defaults Document Status
Reguisitions Edit Comments
PO Activities Add ShipTo Comments Merchandise:

Freight/Tax/Misc.:
Total Amount:

Add Items From

Catalog ltem Search

’7()& To: ViQ\I

Line:

™ Hold From Further Processing

Amount Summary

Select Lines To Display

Customize | Find

Mot Recvd
Dispatefize|

Print hd ‘
R01 @, Routine Bill Vendor
PRNT @,
NSEV @,

13,513.00 S
pog | Calulate

13,513.00 USD

Retrieve \

1-4 of 4 0 ast

View Approvals

Ship To/Due Date: Statuses ttem Information Aftributes. RFQ Contract Receiving

e item Description PO Gy~ “UOM  Category Price ”e'c"““":.“ Status

1 B (7503518200 @, [rcGREGATEBASE, =& 4 [ 1000000 [LTNG, 7503518  40.96000 4006 00 Open

2 [ |[7503532045 @, [sToNEND. 5, sTONE &) B [ 1000000 [LTNG, 7503532 2467000 2,467.00 Open

3 B 7503518200 @, [rcGREGATEBASE, = B4 [ 1000000 [LTN@, 7503518 3475000 3,475.00 Open

4 B (7503551210 @, [FToNErRPRAR =2 ER [ 1000000 [LTNG, 7503551 3475000 3,475.00 Open
ey yree— O T =

[Eoada| [ upsatemispiay)|

34 Click Save. Cardinal assigns the PO ID number when you successfully save the PO.

35 Click the green Submit for Approval check mark.
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Home | Workist | AddtoFavorites | Signout
Favorites Main Menu > Purchasing > Purchase Orders : Add/Update POs
@New‘mndaw @Help [,/Customize Page Ehﬂp;
Maintain Purchase Order
Purchase Order
Business Unit: 50100 PO Status: Pend Appr x
POID: 0001096995
Copy From: = I™ Hold From Further Processing
PO Date: 05/22/2014 Vendor Search
Vendor: bLcARTER 003 @ Vendor Details
Receipt Status:
“Vendor ID: 0000033093 @, LL Carter & Son Inc Not Recvd )
# : - Dispateh
*Buyer: CAROLINE HUDGIN/@, Hudgins, Caroline 8. (VDOT) Dispatch Mathad: Print &
PO Reference: [Stons &VA PO Type: R01 @, Routine Bill Vendor
“eVA Order Method: PRNT @,
WebiMs?: ™ eVA Interfaced: NSEV @,

36 The green checkmark will disappear and Pend Appr will appear. Your supervisor will be notified of the
pending approval via email and their worklist.
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Purchase Orders

Create a PO (1 Item/Line) from a Contract:

| workist | AddtoFavorites |  Sign out
Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs
: - -

& New Window (2 Help B3 nttp
Purchase Order

" Find an Existing Value Add aNew Value

Business Unit: 50100 @,
o

Find an Existing Value | Add a New Value

1 Repeat steps 1-3 from above (page 1-2).

CARDINAL

Home | ‘Workist | AddtoFavorites | Signout
Favo'rkes Mavaenu > Pun:h_asing > Purchasevordars » Add/Update POs

|lZ| MNew Window @ Help E,-/ Customize Page E hitp
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open 4
PO ID: NEXT
Copy From: hod ™ Hold From Further Processing
*PO Date: 05/23/2014 [ Vendor Search
Vendor: [LLCARTER 003 1%, yergor Dstails
- Receipt Status:
“Vendor ID: 0000033093 @, LL Carer & Son Inc ot Recvd
*Di : - Dispatch
“Buyer: MIKE HALL @, Hall Mike (vDOT) Dispatch Method Pant B [ cicomee|
PO Reference: I 8VA PO Type: RO1 @, Routine Bill Vendor
*eVA Order Method: PRNT @,
WebMsz: [ eVA Interfaced: NSEV @
eVA Dttm:
Header Details Activity Summary
PO Defaults A nt Su ™
Add Comments 3
PO Activities Add ShipTo Comments Merchandise: 0.00
FreightTax/Misc.: oop | Caleulate |
Total Amount: 0.00 USD

Add ltems From

Purchasing Kit Catalog

ltem Search

Customize | Find | I yor1 D Last
Ship To/Due Date || Statuses | fteminformation | Attrbutes | RFQ || Contract | Receiving
, e B . Merchandise
Linea item Description PO Gty~ UOM  Category  Price ndise status
1 B | @, | (AL =N @, @, |o 0000 0pen |2 [E =
Close Short All Lines | Gotor  [-More.. =l
View Approvals

[5) save | [ Notify | &3 Refresh

s Add | 3] UpdateiDisplay

2 Enter the Vendor or Vendor ID. You can use the magnifying glass icons to search.
3 Click on Contract tab.
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Purchase Orders

|g CARDINAL
Lhaaremsion ]

Add ltems From

Purchasing Kit Catalog Item Search

Lines

Details | Ship To/Due Date || Statuses || kem nformation | Aftributes | RFQ Receiving

Line~ ttem Description SetiD  ContractID Contract Version ‘L:I‘:":"m ‘L::":gc"y Release  Milestone Line GPOID
L a | @ @] swe [  a Y

| Close Short All Lines |

| - More .. j

View Approvals Go to:

[ save | [ Wotity | &3 Refresh

4 Click on Contract Search icon. The Contract Search page will display.

CARDINAL

Home | Workist | AddtoFavorites |  Sign out
Favovrites : Main'Menu > Purchasing > Purchase Orders : Add/Update POs
[_E New Window @ Help [-{ Customize Page E hitp

Contract Search

Search Criteria

SetiD: STATE Vendor SetiD: STATE

Contract ID: |‘DDDDDDDDDDDDDDDDDDDDAQSEE G‘l Vendor ID: 0000032093 LL Carter & Son Inc

Contract Process Option: | j Item SetiD: STATE

Description: Item 1D: @,

Master Contract ID: @, Item Description: |

Contract Reference Type: hd Category: O\

PO Date: 0512312014 Corporate Contract: j'
[ Search ] Clear |

} Contract Details

OK | Cancel | Refresh

5 Enter a specific Contract ID #, or use magnifying glass icon if necessary.

6 Click Search to initiate the search for lines related to the selected contract.

Page 13 of 27 Last Updated 11/10/16




CARDINAL Procurement Job Aid
Purchase Orders

Worklist Add to Favorites.

Favovm:es H MainvMenu » Purchasing > Purchase Orders > Add/Update POs
2 New Window @He\p E{'Custom\zeFage Ehnp

[Contract Search

Search Criteria

SetiD: STATE Vendor SetiD: STATE

Contract ID: |UUUUUUUUUUUUUUUUUUUU4255E @, Vendor ID: 0000033093 LL Carter & Son Inc
Contract Process Option: | j Item SetiD: STATE

Description: ttem ID: @,

Master Contract ID: ,70‘ Item Description: [

Contract Reference Type: hd Category: @,
PO Date: 05/23/2014 Corporate Contract: j'

| Search | Clear |

First K1 4.4 of 4 I Last

ftem Detail Contract Reference Contract Detail

Contract  CONract
Select  Contract IDv v::s:o" Reference  Category item ID Item Description Contract Base Price
Type
AGGREGATE BASE, STONE
O 0000000000000000000042566 1 Line Item 7503518 7503518200 CLASS |, DRY RIP RAP 3475000
r 0000000000000000000042566 1 Line Item 7503551 7503551310 STONE RIP RAP CLASS Al 3475000
AGGREGATE BASE, STONE
O 0000000000000000000042566 1 Line Item 7503518 7503518200 CLASS |, DRY RIP RAP 40.96000
r 0000000000000000000042566 1 Line Item 7503532 7503532045 STONE NO. 8, STONE 2467000

OK || Cancel | Refresh |

7 The Item Detail tab is displayed and contains Contract ID, Item Description and Contract Base Price for
each line of the selected contract.

8 Click the Contract Reference tab.

Workiist | Addto Favorites

Favo'ntes H Main'Menu » Purchasing > Purchase Orders : Add/Update POs
& New Window @Help ECuslumlzeFage Ehnp

Contract Search

Search Criteria

SeflD: STATE Vendor SetiD: STATE

Contract ID: [0000000000000000000042566 | %, vendor ID: 0000033003 LL Carter & Son Inc
Contract Process Option: | j Item SetiD: STATE

Description: Item ID: @,

Master Contract ID: ’7@! Item Description: [

Contract Reference Type: hd Category: O\
PO Date: 05/23/2014 Corporate Contract: bl

| Search J| Clear |
+ Contract Details Customize | Find | View 1] B First K 440r4 D Last
‘Contract ‘Category Line |tem Line nit of Remaining .
Select  Contract D= —— S lamber beasure  CUTENSY  Guancity Remaining Amount
- 0000000000000000000042566 1 3TN usD 0.0000 0.000
0000000000000000000042566 1 41 TN usD 0.0000 0.000
r 0000000000000000000042566 1 TN usD 0.0000 0.000
r 0000000000000000000042566 1 2N usD 0.0000 0.000

OK__| Cancel | Refresh |

9 Each unique contract Item Line Number is displayed for the selected contract.
10 Click on the Select box for the line you wish to copy. You may repeat the copy steps to copy more lines.

11 Click OK. The Purchase Order page will display.
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CARDINAL

Procurement Job Aid

Purchase Orders

Purchase Order

Business Unit: 50100 PO Status: Open [C
PO ID: NEXT
Copy From: hdl ™ Hold From Further Processing
~ Header
PO Date: 0512312014 Vendar Search
Vendor: LLCARTER-003 % yieor petails
- Receipt Status:
=Vendor ID: 0000033093 @, Mot Recvd
b E i Dispatch
Buyer: WO\ Hall, Mike (vDOT} Dispatch Method: Print P
PO Reference: [stone VA PO Type: RO1 9, Reutine Bill Vander
“eVA Order Method: PRNT (@,
WebIMsz: eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Activity Summary
PO Defaults

Add Comments

PO Aclivifies Add ShipTo Comments Merchandise: 0235
FreightTax/Misc.: ooo | Caleuiate |
Total Amount: 0.35 USD

Add ltems From

Purchasing Kit Catalog ltem Search

Customize | Find

Details ] Ship To/Due Date || Statuses |[ Mem information || Attributes | RFQ e (2O Receiving

—
Linea Item Descriptian Setil  Contract1D Contract Versian fl‘:"‘e"m ff:":g"” Release  Milestone Line  Group ID
1 % '75[!3551310 @, ISTUNE RIP RAP ::IEI STATE  |0000000000000000000042566 @, 1 4@, | @,

| Close Short All Lines |

*Go to: More j
View Approvals

Save | ] Wotify &% Refresh |

12 Onthe Contract tab you see that the Line you selected from the contract has populated your PO.
13 Click the Details tab.

Purchase Order

Business Unit: 50100 PO Status: Open g
POID: NEXT

Copy From: had ™" Hold From Further Processing

*PO Date: 05/23/2014 Vendor Search

Vendor: LLCARTER-003 @, yorior Details
- Receipt Status:
*Vendor ID: 0000033093 @, LL Carter & Son Inc Mot Recvd
N ] - Dispatch,
“Buyer: WKERALL | Hall Mike (vDOT) Dispatch Method: Print [ P J
PO Reference: [Stone &VA PO Type: R01 @, Routine Bill Vendor
“eVA Order Method: PRNT &,
WebIms?: &VA Interfaced: NSEV @,
eVA Dttm:
Header Details Activity Summary
PO Defaults

Add Comments

PO Acivities Add ShipTo Comments Merchandise: 434375
FreightTax/Misc.: oo | Caleulste |
Total Amount: 434375 USD

Add ltems From
Purchasing Kit Catalog ltem Search

First Kl 4011 13

Ship To/Due Date || Statuses || lleminformation | Aftributes | RFQ || Contract || Receiving

Linea item Description o aty~ *UOM  Category Price "erczﬁgli.’; Status
1 L [7503551210 @, [sTonErPRAP = R | 250000 | [LTN@, 7503551 3475000 434375 Open | (@

| Close Short All Lines

- : ... More .. <
View Approvals Go to: I J

] =1 notify | |3 Refresn [k Add | | 7] UpdateiDisplay

14 On the Details tab enter the PO Qty (quantity) desired for this PO.

15 Click on the Schedule icon. The Maintain Purchase Order - Schedules page displays.
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Procurement Job Aid

Purchase Orders

Favovrkes Ma\nvMenu > Purch'asing > Purchas'e Orders > Add/Update POs

Home | Workist | AddtoFavorites | Sign out

[_E New Window @ Help B Customize Page E hitp
Maintain Purchase Order

Schedules
Unit: 50100 Vendor: LL CARTER -003 PO Status: Open
PO ID: NEXT PO Date: 05/23/2014

Return to Main Page

Lines

Find | View All First B} 410f4 13 Last
fem: 7503551310 STONE RIP RAP CLASS Al PO Qty: 1250000 LTN  Merchandise Amt:

4,343.75USD

GCEO | Statuses | Shipment

Customize | Find | View A1 | B First K1 4.0f1 I Last
Matching || Receiving | Freight | RTV
., leers N _ Merchandise
Sched Due Date Ship To PO Qty Price o ——t Status
1 B [osi26/2014 [accomcaHa (@, | =1 | 125.0000 34.75000 4,343.75 Active T | & | B ® =
Add ShipTo Comments

[5) save | [ Netiy {2 Refresn |

|4 Add | | 5] Updatemisplay

16 From the Details tab on the Schedules page click the Distribution icon. The Maintain Purchase Order —
Distributions for Schedule X page displays.

4P CARDINAL

Favovrn:es Mavaenu > Purcrlasing > Purchasg Orders > Add/Update POs

Home | Wiorkist | AddtoFavorites |  Sign out
Maintain Purchase Order

[_E New Window @ Help B Customize Page E hitp
Distributions for Schedule 1

Unit:

50100 Vendor: LL CARTER -003
PO ID: NEXT Item: 7503551310  STONE RIP RAP CLASS Al
Line: 1
Schedule: 1 Status: Active
*Distribute By: Quantity j' Schedule Qty: 125.0000
Merchandise Amount: 434375 USD
SpeedChart: o Multi-SpeedCharts

Doc. Base Amount:

434375 USD

Chartfields Details/Tax

Customize | Find | View Al BV | # First K1 1 o1 D Last

Asset Information RegDetail || Statuses
Dist Status  Percent PO Gty r:‘:::‘:‘"di“ Currency ['GLUnit  Entry Event *Account Fund Program Department Cost Cer|
1 Open  [100.000C [125.000 4,34375/USD so100 @, [ @ (5012850 @, [04100@, [s99001 @, [10003 @, |[111200
| | >

' Cancel  Refresh

17 On the Chartfields tab enter the valid chart of accounts values. A Schedule may have one or more
ChartField distributions. ChartField values identify the accounting distribution. The insertion of valid
Account, Department, Cost Center or Project values is required. You can manually enter a ChartField

value, or you may use the Multi-SpeedCharts hyperlink to select a SpeedChart value to automatically
populate some of the ChartField values for you.

18

You may insert, or delete, additional accounting distributions, by scrolling right and clicking on the + / - icons
at the end of the accounting distribution line.

19 Click OK. You will return to the Maintain Purchase Order - Schedules page.
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Procurement Job Aid

Purchase Orders

| wWorkist | Addto Favorites.
Favo'rkas MainvMenu > Purchvasing > Furchass Orders > Add/Update POs

2 New Window @He\p E./Cuslumlze Page = http
Maintain Purchase Order

Schedules
Unit: 50100 Vendor: LL CARTER -003 PO Status: Open
POID: NEXT PO Date: 05/23/2014

Return to Main Page

Lines

2 First K 4 074 I Lost

Line: 1 Item: 7503551310 STONE RIP RAP CLASS Al PO Qty:

125.0000 LTN Merchandise Amt: 434375 USD
Al 3 First Kl 1071 X Last
Statuses Shipment Matching Receiving Ereight BTV
sched “Duc Date “Ship To PO Qty Price Merchandis® siaus

20 Click on the Return to Main Page hyperlink.

The Maintain Purchase Order — Purchase Order page
displays.

| Close Short All Lines

*f . ... More .. =
View Approvals Goto: 4

(& save | = wotity | &} Refresh

G+ aga | 7] updateiDisplay |

21 Click Save.

| Workist | Addto Favorites
Favovm:es MainvMenu > Purch'asing » Purchasevorders » Add/Update POs

@ New Window ® Help E,) Customize Page E http
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open X
poi:
Copy From: hd ™ Hold From Further Processing
PO Date: 051232014 [ vendor Search
Vendor: LL CARTER-003 @, yengor Details .
“Vendor ID: 0000033093 @, LL Carter& Soninc Roceipt Status: Mot Recvd
“Buyer: [MKEHALL &, Hall, Mike (vDOT) “Dispatch Method: [Pim_ [6ol lzpetctiome
PO Reference: [stone eVA PO Type: [RO1 @, Routine Bill Vendor
“eVA Order Method: PPRNT @,
Webimsz VA Interfaced: nsevia,
eVA Ditm:
Header Details Activity Summary
"o Detate Dscument s Cinount sommary ]
Reaquisitions Add Comments
PO Actities Add ShipTo Comments Merchandise: 434375
FreightTax/Misc.: 000 - Caledlate |
Total Amount: 434375 USD

Add ltems From

Select Lines To Display

Catalog ltem Search Line: 2, Tor @, Retrieve |

Customize | Find | irst K1 40f1 D Last
" Ship To/Due Date || Slatuses | ltem Information || Attributes | RFQ || Contract || Receiving |
~ P lag - Merchandise
Line~ Hem Description PO Oty™ UOM  Category Price Amount | StatUS
1 [ [7503551310 @, [sTonERPRAP  HJC B[ 1250000 [LTNG, 7503851 3475000 4,343.75 Open [ =

| Close Short All Lines |

F . - More ... b
View Approvals Goto: I =

5] save [oh Retwrnto Search = Moty &Y Refresh

[Exadd] (B-Updatcispley)

22 Cardinal assigns a PO ID number upon save.

23 Click on the PO Submit for Approval checkbox (the green checkmark) which is next to the PO Status field,
to send it forward for approval by your supervisor.
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Purchase Orders

|4 CARDINAL
— Home | Workist | AddtoFavorites |  Sign out
Favtyrtes MainvMenu » Purchasing > Purchase Orders > Add/Update POs
2 New Window @Help @Cuslumlze Page Ehnp
Maintain Purchase Order
Purchase Order
Business Unit: 50100 |PDSIaI||s: Pend Appr | x
POID: 0001096991
Copy From; x ™ Hold From Further Processing
~ Header
PO Date: 0512312014 Vendar Search
Vendor: LLCARTER-002 @ yengor petails
- Receipt Status:

*Vendor ID: 000033083 @, LLCarter& SonInc Mot Recvd )

“ ] i - Dispaleh
“Buyer: lifvﬂKE HALL @, Hall, Mike (vDOT) Dispatch Method: Print P
PO Reference: [Stone VA PO Type: RO1 @, Routine Bill Vendor

“eVA Order Method: PRNT (@,
WebIMsz: eVA Interfaced: NSEV @,

SVA Ditm:

24 The PO Status changes to Pend Appr, i.e., pending approval, and your supervisor is notified via email and

worklist.

25 Scroll down and click on View Approvals hyperlink to view the pending and completed approval actions.

From:
To:

FINSIT @covtest.virginia.gov

@ Hal, Mike (VDOT)

Cc

Subject: PO ID "0001096992" Business Unit "VA Dept of Transportation” Has Been “Approved”

Sent:  Fri 5/23/2014 11:48 AM

The following purchase order has been "Approved”.

Business Unit:

VA Dept of Transportation
PO ID:

J» I

0001896992
PO Reference:
PO Date: 2014-05-23
Buyer: MIKE.HALL

You can navigate directly to the approval page by clicking the link below.

https://finsitueb.covtest.virginia.gov/psp/finsit/EMPLOYEE/ERP/C/MANAGE PURCHASE ORDERS.PO APPROVAL.GBL?

Page=P0 APPROVAL&Action=U&BUSINESS UNIT=58188&P0 ID-8001896992

26 Upon approval, the Buyer receives an email and can navigate to the PO from the hyperlink. Once approved

the PO is ready to be dispatched. POs are dispatched automatically in batch periodically throughout the day,
or the Buyer may choose to dispatch it manually.

[ Supplier Contracts

[» Customers

> Customer Contracts

[> ltems

[+ Vendors

[» Procurement Contracts
- Purchasing

[ eProcurement

Einancials Report Retrieval

ﬁ Financials Report Execution

ﬁ ﬁ Financials Links

[3 AP Reports. = cardinal HCM

[ AR Reports
L GL Reports
[1 PA Reports.
] PR Reports.
=] Financials Query-based Reports

=] FIN Report Manager
=] FIN Process Moniter

Home Workist | AddtoFavortes | Sign out
Favgrites : Main Menu

Personalize Content | Layout @ Help
|Menu - Classic [=] |my(‘.irdinal Messages [=]
£l ® |Begin Date |Message

- myCardinal Financials |myCardinal Financials =
- Employee Self-Service

[> Manager Self-Service

27 The Buyer may also access the PO to dispatch it from the Home page.

28 Click on Worklist.
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CARDINAL

Purchase Orders

Favorites

Main Menu > Worklist > Workist

| Workist | AddtoFavorites | Sign out

@Newwmdnw ®He\p E,)Cusmm\zePage Em‘tp;

|W0rkh5t for MIKE.HALL: Hall, Mike (VDOT)|

Detail View

Work List Filters: j'

[2) Feed

14.0f 14 1 Last

Customize | Find | View 1

From Date From  Work ltem Worked By Activity Priority Link

Sartini, Tim N T cli :’_u cﬂng‘sleﬂo‘lmf\?rﬂ

artini, Tim ransaction 011

voom) 052312014 Approved Approval Workflow 2-Medium F||EOSNESS UNIT-50100 Mark Worked Reassign

D.0001096992

Sartini Tim N T - aseOrder. 369081, 50100,

artini, Tim ransaction 19 1. M. 0

vDoT) 03/14/2014 Approved Approval Workflow 2-Medium ¥ BUSINESS UMIT:50100 Mark Worked Reassign
PO _1D.0001095682

S TG o = PurchaseOrder, 358801, 50100,

artini, Tim ransaction l—_l' 19071-01-01, M. D

vDoT) 0212112014 Approved Approval Workflow 2-Medium BUSINESS UNIT:50100 Mark Worked Reassign

PO _1D:0007034598

29 From the Worklist for XXX page click on the Link, i.e., purchase order hyperlink, for the PO you wish to
dispatch manually. The View Approvals page will display.

CARDINAL

Favorites | Main Menu > Worklst > Workist
E,)Customize Page

View Approvals

Business Unit: 50100

PO ID: 0001096992 PO Status: Approved

PO Total: 15,000.00 USD PO Date: 05/23/2014

Vendor ID: 0000020803  BPP ENTERPRISES CORP

Buyer: MIKE HALL Justification:

| Sign out

Add to Favorites

Worklist

PO Reference: Mo justification entered by buyer.

Edit PO

} Review Lines

~ Review | Edit Approvers
POICO for Supervisor Action

< Purchase Order 0001096992: Approved G viewHide Commenis
Buyer Supervisor Ho Req

Approved
¢Samn| Tim N. (/DOT!

Buyer's Supervisor
05/23/14 - 11:47 AW

[~ Comments
Sartini, Tim N. (VDOT) at 05/23/14 - 11:47 AM
This is approved. Be sure to tell the vendor that all training is to be completed
by July 1. TS

Return to Worklist

30 Click on the Edit PO button. The Maintain Purchase Order — Purchase Order page is displayed.
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Purchase Orders

4P CARDINAL

Home | Workist | AddtoFavorites | Signout
Favorites | Main Menu > Worklst > Worklst

) New Window @ Help ILJ Customize Page =] http
Maintain Purchase Order
Purchase Order

Business Unit: 50100

PO Status: Approved x
PO ID: 0001096992
Copy From: i ™ Hold From Further Processing
~ Header
PO Date: 051232014 Vendor Search
Vendor: BPPENTERP-001 &, yonor petaile
— Receipt Status:
“Vendor ID: 0000020803 @, BPP ENTERPRISES CORP Mot Recvd
“Buyer: UIKE AL @, Hal Mike (vDOT) Dispatch Method: Print pat
PO Reference: | 2VA PO Type: RO1 &, Routine Bill Vendor
eVA Order Method: PRNT
Webims?: [T eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
PO Defaults Document Status Amount Summary
Reguisitions Add Comments )
PO Activities Add ShipTo Comments Merchandise: 1500000
FreightTax/Misc.: pog | Caleulste |

Total Amount: 15,000.00 USD

Add Items From Select Lines To Display

ltem Search Line: [ O, Relrieve \

Purchasing Kit Catalog

=
Customize | Find | | [y 7 First KT g or 1 I Last

@ Ship To/Due Date || Statuses | keminformation || Aftributes | BFQ | Contract || Receiving

Line item Description PO Gty *UOM  Category Price "‘"cx’:"“::.’"‘: Status
1 B [s907701000 @, [sAFETYTRANING = € | 2000000 [HUF@®, 9907701  [75.00000 15,000.00 Approved 2 [B || [=]

| Close Short All Lines |

*Go to: | Mare j
View Approvals

|[5) save | [of Returnto Search =) Nofity |i Refresh |

Sk Add| [ Update/Dispiay.

31 The Maintain Purchase Order — Purchase Order page displays the PO Status of Approved.

32 The Dispatch Method defaults to Print. Click on the Dispatch button. The Dispatch Options page
displays.

Home | Workist | AddtoFavorites |  Signout
Favo_ntes MalnvMenu » Purchasing > Purchase Orders > Add/Update POs

) New Window @He\p L/Customwze Page Em‘tp
Dispatch Options

Dispatch Options

Fax Cover Page: l— I” Test Dispatch
L
Server Name: A Print Duplicate on PO
*Output Destination Type: WEB ~ I” print Changes Only
[ Print PO Item Description
“Qutput Destination Format: PDF hd ™ Print Copy

OK__| Cancel || Refresh |

33 Check Print BU Comments to display line and header comments, to include eVA terms and conditions.
34 Click OK.
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|4 CARDINAL

| Workist | AddtoFavorites | Sign out
Favorites | Main Menu > Purchasing » Purchase Orders > Add/Update POs

0 New Window (Z)Help 3 http
'ould you like to wait for confirmation that the PO Dispatch process has completed? (10208 44)

our request is currently in process. If you choose to wait, once the process has completed, you will be returned to the updated PO. If you choose not to wait, please check the Process Monitor to verify that the scheduled process has
lcompleted before accessing the PO being dispatched

Yes; No

35 A pop-up message regarding waiting for confirmation will be displayed. Click Yes. Once the PO Dispatch
process has completed the Maintain Purchase Order — Purchase Order page will display.

CARDINA

| Workist | AddtoFavorites | Sign out
Favorites  Main Menu > Purchasing > Purchas'e Orders > Add/Update POs
Maintain Purchase Order Al
Purchase Order
Business Unit: 50100 PO Status: A x
PO ID: 0001096992
Copy From: =] ™ Hold From Further Processing
*PO Date: 05/23/2014 [ Vendor Search
Backorder Status: Not
l— Create BackOrder
Vendor: BPP ENTERP-001 Vendor Details Backordered
Receipt Status:
“Vendor ID: 0000020803 BPP ENTERFRISES CORP v Mot Recvd
*nji - i B Dispateh
“Buyer: MIKEHALL @, Hall, Mike (VDOT) Dispatch Method: Print =l
PO Reference: | eVA PO Type: R0O1 @, Routine Bill Vendor
eVA Order Method: PRNT
WebIMs?: [T eVA Interfaced: NSEV
eVA Ditm:
Header Details Activity Summary
oDetae Dscument S ChvountSommane ]
Reaquisitions Add Comments
PO Actities Add ShipTo Comments Merchandise: 15,000.00
FreightiTax/Misc.: 0.00 Calculate
Total Amount: 15,000.00 USD
Purchasing Kit Catalo ltem Search Line: OvTo. @ Retrieve
Customize | Find |
" Ship To/Due Date || Statuses | ltem Information || Attributes | RFQ || Contract || Receiving |
Line item Description PO Gty SUOM Category Price "ercz‘:':‘g:.’:‘e' Status
SAFETY TRAINING AND
AWARENESS SERVICES
Eh (HIGHWAY SAFETY, BOAT =l +
1 F2 9907701000 A TR E5 [ 2000000 HUR (9907701 [75.00000 15,000.00 Approved | () EC] =
AWARENESS SERVICES
(HIGHWAY SAFETY, BOAT
Close Short All Lines *Go to Mare j
View Approvals pa
Save | |2 Returnio Search [T Netify = |i¥ Refresn [Ek Add | Update/Display, =

36 The PO Status is updated to Dispatched.

37 A dispatched PO flows to eVA for reporting purposes. If the vendor is set up in eVA as URL dispatch, the PO
is sent electronically to the vendor. If not, the Buyer should print the PO and send it to the vendor.
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Procurement Job Aid

PO Helpful Hints:

For more detailed information on how to create, maintain, modify (change orders), reconcile / close, and review

Purchase Orders

POs please refer to the course titled 501 PR344 Processing POs.

PO Defaults:

eVA Order Method = The PO is delivered to the vendor based on preferences set up in eVA. You will not

have access to make any changes. Field values include:

* Vendor is Exception: Most government type vendors are set up with an eVA preferred order method

of exception, which keeps the Cardinal PO from being interfaced to eVA.
* Vendor is URL: Vendors register in eVA to receive electronic POs. URL is a Uniform Resource
Locator, used as an address on the World Wide Web.
* Vendor is Print: The buyer needs to send the PO to the vendor manually (fax, email, etc).

eVA PO Type = eVA fee billing method:

EO1 Emergency Bill Vendor

EPO Existing PO

EVP eVA Purchase Order

PO1 Proprietary Bill Vendor
RO1 Routine Bill Vendor
S01 Sole Source Bill Vendor

VE1 Emergency VITA Bill Vendor

VP1 Proprietary VITA Bill Vendor

VR1 Routine VITA Bill Vendor

VS1 Sole Source VITA Bill Vendor

X02 Excluded Per APSPM

Vendors:

This is not an eVA registered vendor and/or eVA location. Document your file
accordingly. (25004,10}

|4V CARDINAL
ndors

Favgrees | Man Meny mton o Acd/Update

WULCAN CON-001
jon Materials

Remit To:

4401 N PATTERSON AVE

WINSTON-SALEW, NC 27108

Last modified date:

Withholding: Ho

A Seve | [ RewmwSearcn = mewy s me0 51 mcuae Hatory

Select one of the following values:

[E01 |[Emracy Bill Vendok
[EPO|[Existing PO

[EVP|[eVA Purchase Order

[NV |[PCard Payment of Invoice
[iI5P |[Intearated Supply Sev Prog
[OTC|[Over The Counter eVA Exempt
[P01 |[Proprietary Bill Vendor
[R01][Routing Bill Vendor

[S01 |[Sole Src Bill Vendor

[VE1 |[Emracy VITA Bill Vendor
[VP1 | [Proprietary VITA Bill Vendor
[VRT|[Routine VITA Bill Vendor
[V51][Sole Src VITA Bill Vendor
[%02 |[Excluded Fer APSPM

Cancel

Home | Workist | ddio Favortes |  Sign out

28 Page

e If this message is displayed the selected vendor must be changed:
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Purchase Orders

e Vendor information is electronically transmitted from eVA into Cardinal. It is important to ensure that the

eVA vendor and ordering address are correct on the PO.

1 Before creating a PO you may wish to verify a vendor, address or other information for your new PO. To

review the vendor information navigate using the following path:

Main Menu > Vendor > Vendor Information > Add/Update > Vendor

Favgrites - Main Menu > Vendors > Vendor Information » Add/Update > Vendor

Vendor Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up ta 300): [300 |

SetiD: [= ol [STATE X
Vendor ID; contains w9329 i
Persistence: = v v
Short Vendor Name: begins with | Q@

Our Customer Number: | pegins with || @,

Name 1: begins with | QJ
Financial Sanctions Status:| = v | v

[linclude History []Case Sensitive

Search Clear |Basic Search ,'gl?’ Save Search Criteria

Search Results

View All First [q] 158 cfse [3] Lasi
SetlD Vendor ID Persistence Short Vendor Name |Our Customer Number Name 1

STATE 0000009329 Reqular YULCAN COMN-001 |(2lank) Vulcan Construction Materials

o [ATEUDUUUTY I Y Keqular Py DURNNE -UU3 plank) PW Dunne & Associates LLC

STATE 0000029329 Beqular VIRGINIA C-014 plank) Virginia Cable Specialties Inc

2 Search for the vendor you wish to review.

3 Click on the Vendor ID hyperlink.
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Favgrites : Main Menu > Vendors : Vendor Information > Add/Update : Vendor

=yl 1dentifying Information I Address | Contacts || Location | Custom |

SetlD: STATE
Vendor ID: 0000009328

Vendor Short Name:  VULCAN CON VULCAN CON-001
Vendor Name: Yulcan Construction Materials

Order: VULCAN CON-001 Remit Ta: VULCAN CON-001
4401 N. PATTERSON AVE. PO BOX 75219
WINSTON-SALEM, NC 27105 CHARLOTTE, NC 28275-0219
Status: Approved Last Modified By: AA_CARDIMAL_BATCH_AP
Persistence: Regular Last modified date: 05/24/2016 1:28AM
Classification: Supplier Created By: V_CONV_LOAD
HCM Class: Created Date/time: 111072011 7:33PM
Open for Ordering: Yes Last Activity Date: 07/29/2016
Withholding: MNo

[[F) 2ave | [Bh ReturntoSearch | (7] Previousiniist| 4] Nextinbist| =] Noify |

Summary | |dentifying Information | Address | Contacts | Location | Custom

A Uudatea‘DispIayj

4  The default ordering address is displayed on the Summary tab.

5 Select the Identifying Information tab.

4P CARDINAL |

Purchase Orders

Add to Favorites | Sign out

Favovm:es Mainlvlenu » Venvdors > Vendorlllforrmtm > Add,ilipdate » Vendor

Summary I Identifying Information Address || Contacts | Location || Custom |

*Vendor Name 1: [ carter & soninc

SetlD: STATE

Vendor ID: 0000033093 Vendor Name 2: |
“Vendor Short Name: [LLCARTER | LLCARTER-D03 I™ withholding
+Classification: [supplier =l | CneckforDuplicate | ¥ Open For Ordering
HCM Class: ad

*Persistence: Regular =l

*Vendor Status: Approved =l

Aftachments (0

Expand All .~ CollapseAll

Vendor Relationships

™ Corporate Vendor ™ InterUnit Vendor
Corporate SetiD: STATE InterUnit Vendor ID: @,
Corporate Vendor ID: 0000032093 LL Carter & Son Inc

Create Bill-To Customer

I” Create Bill To Customer

» Duplicate Invoice Settings
I b Government Classifications.
» Standard Industry Codes
» Additional Reporting Elements
¥ Financial Sanctions Status
¥ Comments

Expand All | Collapse Al |

|[E save | |Gt Returnto Search | = Notify | |Eb Add |5 Updatemisplay | | &) inciude History | [ Correct History |

Summary | ldentifying Information | Address | Contacts | Location | Custom

ERelatedlnfnrmatmn @Nemednw @He\p Cusmmlze Page m‘lp

6 To view the vendor’s Virginia Department of Minority & Business Enterprise (VDMBE) classification, click the

arrow next to the Government Classifications section to expand the section.
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Favgrites : Main Menu > Vendors > Vendor Information > Add/Update > Vendor

" summary | Iden g Information | Contacts || Location || Custom |

] Related Information & Mew Wind

SetlD: STATE Vendor Name 1: LL Carter & Son Inc
Vendor ID: 0000033093 Vendor Name 2:

Vendor Short Name: LL CARTER LL CARTER-003 [ withholding
Classification: Supplier [ GheskforDuplicate | Open For Ordering
HCM Class:

Persistence: Regular

Vendor Status: Approved

Aftachments (0

| ExpandAl || CollapseAl |
Vendor Relationships
O Corporate Vendor [ interUnit Vendor
Corporate SetlD: STATE InterUnit Vendor ID:
Corporate Vendor ID: 0000033093 LL Carter & Son Inc

Create Bill-To Customer
["I Create Bill To Customer

EEOQ Certification Date: ["THUB Zone

Government Sources

Certification Source: VDMBE Virginia Dept of Minority & Business Enterprize
Government Classifications
Effective Date: 04/20/2016 Certification Number: 654919
Certificate Begin Date: 04/12/2016 Certificate Expiration: 04/12/2019
Government Classification: S Small Business I

Comments
| ExpandAll | CollapseAll |
5l save | B Returnto Search | =] Notify | |8 upssiemisplay | |5 neude History |

7 Inthis example, the Certification Source of VDBME with the Government Classification is Small
Business (S) is noted.

8 Select the Address tab.
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Favgites Main Menu > Vendors > Vendor Information > Add/Update > Vendor

Summary | ldentifying Information |E.GLIEES) Contacts | Location | Custom

[*] Related Information 7 Mew Window  (Z)Help |}

SetiD: STATE
Vendor ID: 0000009329 Short Vendor Name: VULCAN CON-001 Name: Vulcan Construction Materials
endor Addre d < [P 3
Address ID: 1
SCIpLon: Address Type: Withholding
Find | View Al First KN 1.0r1 I Lact
Effective Date: 09/29/2012 Effective Status: Active
Country: UsA United States Preferred Order Method
Address 1 3001 Alcoa Hwy
Address 2:
eVAVLIN:
eVA Address ID:
City: Knoxville
County: Postal: 37920
State: TN Tennessee
Email 1D:
eVA Registration Type eVA Vendor Code
Accepts Proc Card as pay method card Type
» Payment/Withholding Alt Names

17 First KD 4 or4 O (ast

Phone Information Customize | Find | View All| B

Type Location Prefix Telephone Extension

Business Phone

9 There are 26 available addresses. Using the left and right arrows you can scroll through the addresses to find
the proper ordering address for your PO. Or, by selecting View All you can see all the addresses stacked on
the page and use the page scroll bar to view them.

10 Take note of the Address ID number for the address you wish to use on your PO.

Virginia Distribution Center (VDC) Purchase Orders:

e Vendor ID #0000031103 Department of General Services — Surplus

e Select address # 9 from the Vendor Details hyperlink.
e Enter the VDC item number in the line Manufacturer's Item ID field.

e To add the VDC item to a dispatched PO, a change order must be created.
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PO Comments:

e Check Send to Vendor box for comments to print on the PO.

Home | Workist | AddtoFavorites |  Sign out
Favarites i Main Menu > Purchvasmg > Purchasev Orders » Add/Update POs

I New Window (ZHelp [ Customize Page [ hitp

PO Header Comments

Business Unit: 50100 POID: 0001096270 Vendor: WILKEM SCIENTI
™ Retrieve Active Comments Only I Retrieve
 Sort Method: |I:UmmemT\me Stamp ﬂ “Sort Sequence: Ascending = st |
Use Standard Comments Comment Status: I—ymm Undao [+
i’@
SWal: S, Certification # 9083, Expiration Date: 12/16/2016
THIS PURCHASE ORDER CONTAINS THREE (2) SEPARATE ORDERS WITH THREE (3} SEPARATE DELIVERY
| OCATIONS =
™ Send to Vendor ™ Show at Receipt
Show at Voucher rAppruva\Juslmcalwon

Associated Document

Attachment: [ atach | view | Delete | ¥ Emai

From -= PO 50100-0001095826

OK Cancel  Refresh

e Uncheck any Inactive Comments or other comments that you do not want to print to PO.

Related Documents:

*PO Date: 1112/2013 [ vendor Search
Backorder Status: Mot

Vendor: PORTCO INC-001 Vendor Details Backorderad Create BackOrder

I Receipt Status:

*Vendor ID: 0000028711 PORTCO Inc P Received
b ] - Dispatch

“Buyer: MIKE.HALL @, Hall, Mike (VDOT) Dispatch Method Print =

PO Reference: [ranitorial Senvices eVA PO Type: R01 @, Routine Bill vendor
“eVA Order Method: PRNT &,

Webims?: ™ eVA Interfaced: RSEV @,
eVA Ditm: 111312013 9:00:51AM

Header Details Activity Summary

Requisitions Edit Comments

PO Activities Add ShipTo Comments Merchandise: 2,875.00
FreightTax/Misc.: poo | Calculate
Total Amount: 2.875.00 USD

e Click on the Document Status hyperlink to view all related documents, i.e., requisitions, strategic
sourcing events, contracts, receipts, vouchers & payments.
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